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18 July 1967

MENORARD(M FOR: Division and Staff Chiefs
SUBJECT: Secretarinl leaves

1. The Publications Division has been providing
persnnel a8 replacemtats for secretaries on leave,
Vhen several secretaries are on leave similtancously

end sush replscements are reqguested, produstion begins
%o suffer.

2. It is requested that replacements for secretaries
not be spught unless they are essentisl =nd requirements
eanot e met Dy other srrangements such 23 sharing an
sdjacent office secretary, centralizing typing, using
non-gecretariol clerical persomnel, eto.

3. Vhen 1t i anticipaited thst o secretarial
replacenent vill be required, secretarial leaves
sould be coordinated through the office of the Chierf,
Publications Division.

FOR 7HE ACTING DIRECTOR, FBIS

Asting Thlef, Executive Starf
Yoreign Broadcest Informstion Service
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